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FOREWORD 



This mocJule is one of a senes of 127 perfoonance-basec! xeact^er 
educalKXi (PBTE) learning packages focusing upon speofic pro- 
fessional compeienaes of vocat)ooaJ teachers The compeienoes 
jpon wh*cti these nrodutes are based were tcJentified and venfied 
tnrough research as betng important to successful vocational 
teaching at both the secondary and postsecondary levels of in- 
structKXi The modules are suitable for the preparatwn of teachers 
and other occupatonal trainers in all occupatjonal areas 
Each module provKtes leamir^g experiences that integrate theory 
and app^icatxxi. each culminates wtn cnterxx^-referefx»d as- 
sessment of the teacher s (instructor s. trainer s) perfomiance of 
the specified competency The matenais are desjgned for use by 
teachers'in-training v«x1ung indivx^airy or in groups under the 
direction and with the assistance of teacher educators or others 
acting as resource persons Resource persons should be sJaSled m 
the teacher competenoes being developed and should be thor- 
oughly onented to PBTE concepts and procedures before using 
these matenais 

The design of the matenais provides cons»deraWe flexibility for 
planning and conductng perlofmance-based training programs 
for presetvice and insennce teachers, as well as business-indus- 
tiy-labor trainers, to meet a wide vanety of indivKj-^al needs and 
interests The matenais a/e intended for use by universities and 
colleges, state departments of educatxjn. postsecondary mstitu- 
r^ns. local education agerwes. and others •-esponsible for the 
prcfessK>naJ development of vocational teachers and other occu- 
pational trainers 

The PBTE cumculunn packages \n Categones A - J are oroducts 
of a so.^ained fesearch and devetopment e'fort by the Natxjnal 
Center s Program *or Professjooa! Devetopment for Vocational 
EducalKXi Many individuals, instrtudons. and agenaes participat- 
ed with the National Center and have made contnbutions to the 
systematic devetopment. testing, revision, and refinement of these 
very significant training matenais CaMn J Cctrell directed the 
vocational teacher competency research study upon which these 
modules are based and also directed the cumculum devetopment 
Affort from 1971 - 1972 Curtis R Finch provi jed leadership for 
the program from 1972 - 1974 Over 40 teacher educators pro- 
vided input in devetopment of initial versions of the modules over 
2 000 teache*^ and 300 resource persons m 20 universities col- 
leges and pcstseconoary »nstitutK>ns used the matenais and 
provided feedback to tne National Center for •'evisws and 
refinement 



Eariy versions of tne matenats were developed by the Natio^" 
Center ^n cooperation ,vi*h the vocational teacher educatJon facul- 
ties at Oregon State University and at the University of Missourt- 
Coiumbia Preliminary testing of the materials v»as conducted at 
Oregon Stale University Tempte Unrversity and the Untvers«S 
0* Missour«-CoiumDia 

FoHowing preun-.nary testfng major reviSfon of all materials was 
pernor meo by National Center staH wnh the ass«stance o* n^"^^ 
ous consultants a-xa visiting scholars from throughout the country 
A(3vanced testing ot the mater-a^s was earned out with assistance 
0^ t-'e vocationa> teacher educators and students of Central VVas^ 
•noton State College Coio'^ado State University Ferr.s State Co" 
'ege Michigan Florida State Un.vefSity Holland College PE' 
Canada OKiahoma State University Rutgers Un.vers.ty New 
jersey State University Conege at Buffalo New York Tempte 
university Pennsylvania University of Arizona University 
Mtchtgan-Fiint University of M»nne ota-Twin Cit.es Univers'ty 
of Nebraska-Lincoln University of Northern Colorado Univer- 
sity o* Pittsburgh Pennsylvania University of Tennessee Un-ve*"- 
sity 0* Vefmoni ana Utah State University 
The ♦'fst pubushed edition of ih^ modules found widespreac uSe 
nationwide and tn many other countries of tne world User feed- 
DacK *rom such extens-ve use as well as the passage of t me 
catieo for the upcating of the content resources and tllustrattons 
ot t^ie o^^ginat matenais Furthermore three new categorjes iK-M. 
'^ad Deer added to th© series covering the areas of ser\' ^g 
students w-th speciat^excepttonai needs improving students 
Dasic and persona! skills and implementing competency-based 
education Thts addn^on required the artKruiation of content anK)ng 
the or-g -ai modules and those of the new categories 
Recognition is extended to the *ouowing individuals for their ^o'es 
in »he -evision of theo'-igmai mate.'iais LotsG Harrington Cath- 
ef'neC Kmg-Fitch and MiChaei £ Wonacott Program Associates 
tur^eusKjn of content and resources Cheryl M Lowry Research 
Scec at'St *or .uustration specficat^ons and Barbara Shea for 
a!"wo''«^ Special recognttton is extended to the staff at AAVIM 
tor the'f irivaiuabie contnbutiof^s to the quality of the fmai printed 
products pan>cutar.y toSyiviaCo-.ne'oMypesettmg to Mariiyr> 
MacM'^an 'o*- '^cdu'e !a,out jes^gn and ^nal artwork an'l tc 
Gecae vV S^'t^^ y Suce ^.s'cr o* the -T^oduie prod-ct C'-^ 
D'n:ess 




m R£S£j^RCH « \dmm education 

The NatKX^al Center fo^ Researc^^ tn Vocatxx^ EcJocat^on s rr^is 
sion «s to increase the ability o* (Swerse agenaes, $nstmjtxy>s arxJ 
OfgantzatKJOS to sotve educational proWems reJa\ tc fodiv^Juai 
career planning, preparation and progression The atjonai Center 
fulfills Its miss*or by 

• Generating knowledge through research 

• Deveiop-'ng educational prograrrs and products 

• Evaluating irxJwK^al orogram needs and outcor^es 

• VovKJing )nformat)on for national ptanmng ar.d poi»cv 

• Installing educational programs ar»d products 

• Operating jmormatjon systems and services 

• Cor^uciing leadership devetopmert and Xrair^^ prograr>s 




AHER'CAN ASSOCIATION 
FOR VOCATIONAL 
INSTPbCTIONAL MATERIALS 

The Natnr^ fnstrtute fof ffystructxy>a> Mar^rs * 
120 Onftmier Engineenng Center 
Athens Georgia 30602 



The Amerx^ AssoaatK>n for VocatKXiai lostructxjoai Mater ais 
I AAViM) « a nonprofit national institute 

The instrtute is a cooperative effort o< universities colleges ano 
drvisions of vocational and technical educatKXi m the United States 
and Canada to provide for exceller>ce m instructKX^al matenais 

Direction given by a representative from each of the slates 
provinces and lemtones AAVIM also works cJosely w.ih teacher 
organjzat'oos goverrvnent agenoes arxj mdustry 



VOCATIONAL STUDENT ORGANIZATIONS 



AIASA 

American Industrial Arts Student Association 
1908 Association Drive 
Reston. VA 2209^ 
(703) 860-9000 

DECA 

Distnbutive Education Clubs of America 
1908 Association Drive 
Reston. VA 22091 
(703) 860-5000 

FBLA— PBL 

Future Business Leaders of Amenca— 

Ph: Beta Lambda. Inc 
PO Box 17417— Dulles 
Washington, DC 20041 
(703) 860-3334 

FFA 

Future Farmers c' America 
National FFA Cente- 
PO Box 15160 
Alexandna VA 22309 
{703} 360-3600 



FHA/HERO 

Future Homemakers of Amenca/ 

Home Economics Related Occupations 
2010 Massachusetts Avenue, NW 
Washington. DC 20036 
(20^) 833-1925 

HOSA 

Health Occupations Students of America 
1601 Milltown Road, Suite 7 
Wilmington. DE 19808 
(302) 995-6020 

CEA 

Office Educat!on Association 
1 120 Morse Road 
Columbus. O: ■ 43229 
(614) 888-5776 

v;cA 

Vocational Industrial Clubs of America 
P O Box 3000 
Leesburg. VA 22075 
(7Q3) 777-8810 



INTRODUCTION 



To operate a vocational student organization suc- 
cessfully, you— the advisor— must strongly believe 
that the organization's activities are important and 
have a real place in the vocational-technical cur- 
riculum Strong beliefs are not enough, however. 
Certain specific steps must be taken in establishing 
the organization in order to ensure a smooth begin- 
ning and provide a solid foundation for ail the ac- 
tivities the students will be undertaking under your 
direction 

Administrative support and approval must be 
secured Relevant organizational materials must be 
gathered Student interest m the organization must 
be created: at the secondary level, parent support 
must also be sought The purposes and structure of 
the organization must be delineated through orga- 
nizational meetings and the development of a con- 
stitution and bylaws And, through state and national 
affiliation, a certificate of charter may be obtained. 



Though the details of establishing a vocationaf^tu- 
dent organization will vary with the specific occupa- 
tional area, general pnnciples and practices apply 
to all. It should be noted that some organizations 
refer to the local unit as a chapter and others as a 
club In this module, the term chapter is used 

This module is designed to help you— a new ad- 
visor or a present advisor wishing to upgrade your 
organization— With the task of actually establishing 
an organization. You will need additional competen- 
cies to operate the organization effectively, but 
these first steps play a mapr role in setting the stage 
for a successful program. 

In addition, the skills you develop m building a 
vocational student organization will help you in other 
areas, such as instruction, supervision, and human 
relations. For that reason, the learning experiences 
in this module should provide a valuable persona! 
growth experience for you. 





ABOUT THIS MODULE 



Objectives 

feirni^ ^M^WlvejAVftile serving as m advisor In an 

r€^sbji!r(^,'^'rst)jn 

Assessment Form» pp. 29-30 (teaiTi/ngtx^ 
Enaoling Objectives: 

1 After completing the required reading, demonstrate 
knowledge of the steps and procedures involved in 
establishing a vocational student organization chapter 
(Learning Experience I) 

2 Given a case study descnbmg how one advisor 
established a vocational student organization chapter, 
critique the performance of that advisor (Learning Ex- 
perience II) 

Prerequisites 

To complete this module, you must have developed an 
active personal philosophy concerning vocational student 
organizations If you have not already developed such a 
philosophy, meet with your resource person to determine 
what method you will use to do so One option is to com- 
plete the information and practice activities in the follow- 
ing module 

• De'/e/op a Personai Philosophy Concerning Vocational 
Student Organizations, Module H-1 

Resources 

A list of the outside resources that supplement those con- 
tained Within the module follows Check with your resource 
person (1) to determine the availability and the location 
of these resources, (2) to locate additional references in 
your occupational specialty and (3) to get assistance in 
setting up activities with peers or observations of skilled 
teachers, if necessary Your resource person may also be 
contacted if you have any difficulty with directions or m 
assessing your progress at any time 



Learning Experience II 

No outside resources 

Learning Experience II! 

Required 

An actual teaching situation in which you can establish 
a vocational student organization 
A resource person to assess your competency in 
establishing a vocational student organization 

General Information 

For info nnation about the general organization of each 
performance-based teacher education (PBTE) module, 
general procedures for its use. and terminology that is 
common to all the modules, see About Using the National 
Center's PBTE Modules on the inside back cover. For 
more m-depth information on how to use the modules in 
teacher/trainer education programs, you may wish to refer 
to three related documents: 

The Student Guide to Using Performance-Based Teacher 
Education Materials \s designed to help onent preservice and 
inservice teachers and occupational trainers to PBTE m 
general and to the PBTE tnalenals 

The Resource Person Guide to Using Performance-Based 
Teacher Education Materials can help prospective resource 
persons to guide and assist preservice and inserv»ce teachers 
and occupational trainers in the development of professional 
leaching competencies through use of the PBTE modules 
it also includes lists of all the module competencies, as well 
as a listing of the supplementary resources and the addresses 
v/here they can be obtained 

The Guide to the Implementation of PerformanceSased 
Teacher Education is designed to help those who will admi.v 
ister the PBTE program It contains answers to implemenla- 
Tion questions, possible solutions to problems, and alternative 
courses of action 



Learning Experience I 

Required 

Reference The offical handbook for the vocational 
student organization m your service area 
Optional 

A vocational student organization adviser, experienced 
in establishing an organization, with whom you can 
consult 

The state advisor for the vocational student organiza- 
tion in your service area whom you can contact for 
materials and advice 

A new vocational student organization whose 
organizational meeting you can attend 
A vocational student organization member with whom 
you can discuss approa . \es for creating 'dent in- 
terest in the organization 
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Learning Experience 
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/Options! 
Activity _ 





You may wisn to meet with a current or former vocational student organiza- 
tion member to discuss his/her orientation to the organization. 



You will be demonstrating knowledge of the steps and procedures involved 
in establishing a vocational student organization chapter by completing the 
Self-Check, pp. 17-20. 



You wiil be evaluating your competency by comparing your completed Sf It- 
Check with the Model Answers, pp. 21-22. 
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Getting your local vocational student organization chapter off the ground will 
be a busy and productive tinne for you. For mfornnation on the steps and pro- 
cedures that will make it fly, read the following mfornnation sheet. 



ESTABLISHING A VOCATIONAL STUDENT ORGANIZATION 



To effectively establish a local vocational student 
organization (VSO) chapter, you must do the follow- 
ing 

• Work with your school or college administration 

• Communicate with individuals in the state 
association 

• Create student interest m the organization 

• Conduct an organizational meeting 

• Develop a constitution and bylaws 

• Affiliate with the state and national associations 

Let's look at each of these steps more closely 

Working with the Administration 

Perhaps the most critical step in the establishment 
of a local VSO chapter is gaming the enthusiastic 
and sympathetic support of the school or college ad- 
ministration. Many valiant efforts by well-meaning 
advisors have failed simply because there was little 
or no effort made to work with the administration 

Your belief in the benefits of the organization is 
critical. However, if you fail to generate this same 
enthusiasm in your administrators, you may very well 
falter in your effort to create a successful 
organization. 




You should, therefore, meet witn the administra- 
tion to discuss the purposes, philosophy, and 
positive benefits of a VSO for both students and the 
school or college. Highlighting the major activities 
of a successful VSO, with examples of activities 
undertaken in other chapters, should be effective. 

During the meeting you need to emphasize the 
fact that VSO activities are designed to be an in- 
tegral part of the vocational-technical curnculum and 
to assist with the personal growth of the student. Few 
administrators will be opposed to an effort that is 
specifically designed to develop positive student at- 
titudes and reinforce essential learning 

Administrators will typically want to know the 
following kinds of things: 

• What steps are to be taken to establish the VSO 
chapter'? 

• What facilities will be used, and how? 

• How much of your fmo will be required? 

• What will be the extent of the activities? 

• What will be the involvement of people outside 
the school or college? 

You must know your administration and be 
prepared to present your proposal in an effective and 
tactful manner. It is usually helpful to include 
audiovisuals and printed matenals in your presen- 
tation Involving interested studentb and other faculty 
can also give support to the cause. In some situa- 
tions, you may find it wise to invite the administra- 
tion to go with you to visit a successfully operating 
chapter in another school or college or to attend a 
regional or state conference to view VSO activities 
at those levels. 

Probably the most beneficial approach to obtain- 
ing continuing support for your VSO is to involve key 
administrators by formally installing them as adult 
or associate members of the organizaticn. The in- 
stallation event should be handled in a dignified 
manner to ensure that the individuals feel they are 
part of something worthwhile 
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Once these administrators have identified with the 
organization, keep them involved and you will have 
supporters who will give added zest and spark to 
your program. Do not dismiss this activity as 
something that might be nice to do if you have time 
Plan immediately to involve members of the ad- 
ministration as active supporters of and participants 
in the VSO. 

Communicating with 
the State Association 

Each vocational-technical area usually has an in- 
dividual at the state level whose responsibility is to 
work with the VSO specific to that area To find out 
who your state advisor is, you may contact the na- 
tional office of the organization; your state depart- 
ment of education, bureau or division of vocational 
education, or the advisor of a local chapter in your 
area. 

The state advisor is generally the source for all 
available materials relating to the VSO Many state 
associations have organizational packets available 
to assist m the initial effort of establishing the local 
VSO chapter These packets include such materials 
as the following 

• Official guide or handbook 

• State and national constitution 

• Recommended local constitution 

• Program of activities 

• Affiliation forms (to joiii the state and national 
association) 

• Chapter supplies catalogs 

• Awards and contest information 

• Leadership materials 

Be certain that you have ail available materials that 
relate to your organization Each publication has a 
purpose; do not assume that some of the publica- 
tions available may not be relevant. 




Some states use state officers or advisors from 
nearby local chapters to assist new advisors in the 
development of their chapters. Many VSOs assist 
in organizing new chapters, and their interest in the 
development of new chapters is genuine. In fact, 
some VSOs offer an award each year to the chapter 
installing or reactivating the greatest number of other 
chapters. 

The state office can be a valuable source of infor- 
mation in the creation of a VSO. However, be rea- 
sonable m your requests. State advisors often have 
split as3ignments; they serve as state advisors part- 
time and have other administrative duties in the state 
operation as well. The success of the program relies 
on local advisors who work to find answers and keep 
the enthusiasm of those involved at a high level 

Creating Student Interest 

A successful chapter requires capable officers, a 
challenging program, adequate financing, shared 
responsibilities, and proper equipment and records 
Most important, however, it requires knowledgeable 
and motivated members. 

The task of securing student and, if necessary, 
parent approval and support is not a one-time affair; 
It IS continual. Because you encounter a new group 
of incoming students each year— and frequently 
some new students during the year— the task of sell- 
ing the opportunities available through the organi- 
zation IS always present. In fact, the advisor who 
performs this task well is likely to have a chapter that 
IS growing in effectiveness and m popularity. 

Your students must be aware that the organiza- 
tion IS an important segment of the total vocational- 
technical program. Your positi e attitude toward the 
organization will convey itself to students You mus* 
use adequate time during regular classes to discuss 
the organization with your students and to allow 
them to examine the manuals and handbooks. Every 
aspect of the VSO, with emphasis on individual 
benefits, should be discussed. Students need to 
understand that the VSO is their professional 
organization .^nd that they will run it. 

Slides, films, and brochures may assist in this 
orientation effort. Speakers, other advisors, 
members of nearby chapters, or members of other 
successful VSOs in your school or college can help 
motivate 'Students to join and participate. The state 
association wil! probably have lists of such 
resources— including suggested promotional 
activities— for you to use in your initial efforts to 
organize a chapter and motivate students to become 
involved 



In your efforts to publicize your organization, do 
not neglect to talk to students in your feeder 
schools— lower level schools that send you their 
students As you visit feeder schools to infornn 
students about your vocational-technical program, 
you can also tell them about the VSO chapter and 
Its planned activities This should ensure a steady 
flow of new and enthusiastic members as students 
enter your program 

While Such careful introduction of students to the 
VSO may seem time-consuming, students' attitudes 
toward the organization will be shaped by these ini- 
tial activities On the other hand, some instructors 
take weeks trying to convince students of the worth 
of this effort, instead of actually getting the chapter 
off the ground and engaging m the activities of the 
organization. In the final analysis, remember this: 
There is no better motivational device than actual par- 
ticipatfOn in the organization 

Ideally, as students are acquinng knowledge of the 
purpose, activities, and values of VSOs, they will 
want to start doing something to get their own 
chapter going You will notice some students taking 
the lead in promoting the chapter Ask these 
students to meet with you to discuss the concerns 
of their fellow students and the steps to be taken to 
establish a chapter It is likely that they can assess 
student interest better than you can. in that some 
students are hesitant to express their feelings to a 
teacher 

You can establish a committee of these interested 
students to survey how their classmates feel about 
participating m a VSO chapter The committee can 
divide the class membership so that each student 
is interviewed by a committee member whose rela- 
tionship with that student will promote free and 
honest discussion The reports from this committee 
should make clear the next steps to take to get stu- 
dent cooperation 

One barner to student participation arises when 
VSO activities are treated as secondary to other ac- 
tivities You must fully integrate the activities and 
principles of the VSO into tne everyday classroom 
and laboratory experiences In this way, students are 
more likely to realize its importance and meaning 
This integration is a common characteristic of suc- 
cessful VSO programs 

Operating the VSO as a part of the ournculum 
allows the free flow of chapter information in the 
everyday classroom environment Such an approach 
enables st'jatnts to see the relationship between 
JSO activities and their future as American wage 
earners and citizens 
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Your effort to involve students in a specific phase 
of the various degree, award, or recognition pro- 
grams offered by the VSO is equally important. Each 
member must be actively involved in some phase 
or activity of the organization, involvement is the 
key to having students accept the organtzation as 
something meaningful and worthwhile 

You should be aware of— and have student 
representation in— the district, regional, state, and 
national functions of the VSO These events and ac- 
.'ivities not only bnng recognition and reward to the 
individuals who participate m the activities, but also 
develop a sense of '"team effort" as your chapter 
selects Its representatives to these events The suc- 
cess of these activties and events is direct!/ related 
to the advisor Your belief in the program, its ac- 
tivities, and its events helps to determine the ultimate 
benefit to your students 

Communicating with Parents 

At the seconciary school level, another group you 
need to work with m establishing your chapter is 
pc^rents Parents want the school to provide the best 
education possible for their children. You would be 
giving your students less than the best if you did not 
have an active VSO in your vocational service area, 

Even though some communication exists between 
home and school, parents are sometimes r ot knowl- 
edgeable about the VSO and how it affects their sons 
and daughters Therefore, activities and n-.atenals 
must be developed to inform the parents When 
parents become familiar with the organization, their 
approval is almost guaranteed 



ERIC 



9 



A letter sent wim appropriate handouts or 
brochures to parents of prospective members can 
bring the parents closer to the organization Sam- 
ple 1 IS an example of such a letter 

A "Parent Nighi can also provide you with the 
opportunity to communicate the purposes and value 
of the organization This one activity can mean the 
beginning not only of gooa parent relations but also 
good community relations as the parents discuss this 
experience with the.r friends and acquaintances A 
parent night often brings favorable comments f>'crr: 
the community to the school aammistrators furthe*- 
•■^^'nforcing for them the value o^ VSOs 

Once your chapter is vveil established parents wili 
still need to be mvolved and kept up-to-date Keep- 
ing parents up-to-date can be accomplished through 
various promotronal activities— letters. flieJ'S news 
articles ana sometimes personal visits However 
the coportunity tor parents to actually obsen/e 
some actjvity of your chapter will have a bette*- ef- 
fect tnan asmost anything else 

Conducting an Organizational Meeting 

Early in the vocations .echnica' program stjaents 
snould be mfoi med of the value of and need fo*- t^e 
VSO While interest iS high you should hold an or- 
ganizationai meeting to get things startec 

This first meettr'g (involving all yOur studentsi 
should be planned lO be impressive and tc have an 
impact on the students— to stir their interest in the 
activities of the oroanization Detailed planning and 
organization are necessary to create that first sm- 
p'-ession State and national VSO matenals. former 
student leaders or current members and aavisors 
from other schools and organizations as well as your 
own students, can oe of help in this planning 




Enhst a group of your students to participate on 
a committee to plan and conduct the first meeting 
Although some of these students already will have 
demonstrated qualities of leadership, take a little 
time to discuss the qualities of a good leader and 
the responsibilities o^ the officers during your regular 
class sessions and during the meetings of this plan- 
ning committee 

Let the members of the committee decide who 
should be the temporary chairperson the temporary 
secretary, and the other temporary officers that they 
feel are needed The committee will have more to 
do than the members are hke^v to anticipate, so 
prepare them, for their tasks and plan time for 
meetings 

As you work w.th the temporary officers and the 
planning committee determine when and where the 
first organizational meeting should be held Deter- 
mine who IS to be responsible for getting clearance 
on the school calendar having the meeting prcper- 
*y scheduled, and having the room set up for the 
meetmg Work to ^ave ^00 percent attendance at 
:he meeting 

Vou may toilow the meeting agenaa suggested m 
the official handbook *:,r the VSO m your vocational- 
technical area During the first meeting, some of the 
items may not apply, such as the opening ceremony, 
tne ceed unfinished business, and closing 
ceremony Omit these and decide what is to be 
.ncluded 

3e certain the ^ge'^da includes an explanation of 
the purposes of tne organization and hov/ these pur- 
poses relate to the growth and future of each stu- 
dent member Emphasize that membership also 
means a responsibility to the organization— its pur- 
pose, goals and values— as well as similar respon- 
S'D'lities to school and community 

The meeting should describe the organizational 
structure and the responsibilities of each o''ganiza- 
tional element, including responsibilities of the in- 
dividuals who will be chosen to carry out the dut'es 
and assignments necessary for an effect-ve 
organization 

Determine who 'S responS'Ole tor presenting 
known items of business Such as the following 

• E^^tablishmg a chapter 

• Adopting the constitution and Dylav^vs 

• Selecting a nominating comm. ttee 

• Electing officers 

• Setting dues 

• Sen-ng rneetma dates and fr^es 

• P'anniog the next meeting 
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SAMPLE 1 

LETTER TO PARENTS OF PROSPECTIVE MEMBERS 



Dear (Parentis Name): 

By enrolli ^ in a vocational education class at 

School, your (son, daughter) has done more than just enroll in another 
class. (He, she) has actually embarked on a new way of life because >: 
of the many extraordinary advantages available through this experiences 

In connection with the vocational program, your (son, daughter) , 
will be invited to join the vocational student organization associated 
with the vocational program. 

This program is a specific organization available for students 
enrolled in the vocational area chosen by your (son, daughter), and 
it is designed to give the student that something "extra" which will 
help (him, her) to take (his, her) place more effectively in society. 

In our vocational chapter, we stress leadership through the 
election of student officers. We stress participation through social 
activities, leadership development sessions, business meetings, and 
friendly competition by means of skill and academic contests on the 
local, district, and state levels. 

The cost to the student for participation is being kept at a 

minimum. The dues are $ for state and national membership, 

plus whatever local dues are required. Through these dues, your 
(son, daughter) may take advantage of the chapter and reap many 
benefits through participation. 

Sincerely, 



The Vocational Instructor 
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Then be certain that you help each of the students 
fulfill his/her assignments so that each feels confi- 
aent about participating and enjoys the satisfaction 
of success. 

The temporary chairperson and other temporary 
officers may also need help in carrying out their 
responsibilities You must give them the required at- 
tention so that their performance is successful It 
may be wise to take a class period or two to teach 
the students some of the common procedures for 
conducting a bus.ness meeting.^ such as the follow- 
ing 

• Receiving and disposing of a motion of 
business 

• Receiving and disposing of a motion and its 
amendments 

• Rising to a point of order 
» Referring to a committee 

• Adjourning a meeting 

At this first rveeiu.^ and also n later meetings, 
plan the business session so that it lasts from 30 
minutes to not more than 45 minutes With proper 
officer preparation, this can be done This wtli per- 
mit important business to be conducted during the 
usual allotted time of an activity period. It also per- 
mits time to conduct the other activities of the 
chapter, wnether they are social, recreational, or 
educationaj 

It is one of your responsibilities to help students 
plan and make commiiments relating to participa- 
tion m Class work, occupational experience, and the 
activities of the chapter Here is where they are 
called upon to give serious thought to how the 
chapte» program can help them achieve their overall 
goals With your guidance, they can accept increas- 
ing responsibility in the organization, perform their 
roles effectively, and as a result, move closer to 
achieving their occupational and life goals 

Developing the Constitution and Bylaws 

The official handbook or nanua! for the VSO m 
your vocational-technical area includes the constitu- 
tion and bylaws that apply to the national, state, and 
local organizations You"- task and that of your 
students is to oecome thoroughly familiar with these 
official regulations 

You will notice that the constitution deals wjth 
fundamental laws and pnnciples that serve for a lo» 9 
period of time They can be changed-^or additions 
can be made— by following the stnngent regulations 
prescnbed by the constitution 



If, intrast, the bylaws are more easily changed 
and are designed to guide the operational pro- 
cedures. For the local chapter, bylaws should cover 
such areas as the following: 

• Duties of officers 

• Procedure for electing officers 

• Responsibilities of committees 

• Meeting schedule 

• Financing of chapter activities 

• Responsibilities of members 

The packet of materials that you receive from the 
state advisor (including state department pol'cies tor 
VSOs) should contain the information you and your 
students need to write the bylaws. This may include 
guidelines for developing the bylaws or even a sam- 
ple constitution and bylaws. 

Since It IS quite difficult and time-consuming to in- 
volve all students m arriving at bylaws, it is best to 
have a committee of interested members study the 
needs and do the writing. During their deliberations, 
you snould work with them to maintain interest and 
ensure satisfactory results. Copies of the suggested 
constitution and bylaws should be made available 
to ail members. A few minutes of class time should 
be sufficient to get member reactions. 

When It appears that the constitution and bylaws 
are reasonable, in keeping with institutional policy, 
not contrary to the state and national constitutions 
of the organization, and acceptable to the students, 
you Should meet with your administration and seek 
their approval After this has been granted, the final 
version should be presented at a designated meeting 
and accepted by a voting majority of the students 
The final version should be placed on file with the 
state association 

Sample 2 is an example of a constitution and 
bylaws that you may refer to in developing your local 
constitution Another excellent source of assistance 
IS Robert's Rules of Order, Revised Edition, under 
the section entitled Bylaws" and subsection "Sam- 
ple Bylaws.*" (Robert's Rules of Order also has 
several sections on the organization and develop- 
ment of a new association ) 



' To gatn «;k»ll in teaching s!.„jen!s !o con6oO fTieettpg"^ and \o u^p ' or 
'ec» parltar>ientafy procedure ^iOu may 'o refer to WrxJ j)o H 3 Prf-oa^c^ 
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SAMPLE 2 



CONSTITUTION AND BYLAWS 



CONSTITUTJOHOF 




ARTICLE 

Section 1. The offidal name of ihe otg^U&Q(xi ptva» t» 
as..____^ocaL__Chapter.'^ - - 



ARTICLE l!-Pui|»08|? 

/frjserf puiposes oftfte o/ganfiratibir as M'icaWdfn the sfaJe 




Sectlonl. The, 



students enrolled In 



ARTICLE Hl-^ia3a?«2^ - 3- 



.classes. 



ARTICLE IV-Msmbershl|i / v:^ : 

Section 1. The //ocgg ^ chapter may be <*artered as a member of ifte state ai^^ 

* organizations upon approval of the ^_^^SL__ executive cQitimltt^^^ r V- V 

S5cSon 2. The classes of membership that shall be recognteed are: V' - ^ 

f/nsert membBrship cat^gorhs fis Inihcated In the hatioha! or state hamhooKJ ' - ; - 



Section 1. 



ARTICLE V-Voting 

ILocLft chapter membens s^all exercise franchise In — [state HsobdatlonJ 



through voting delegates to the state meetings. Voting shall be as follows: 
[Insert voting delegate Information from state constitution.] 
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ARTICLE Vl-Meet!ngs 
Section 1, Regular meetings shall be held at least once each month during the school year,, 
Section 2. Parilamentary procedure cf all nrmetings will be governed by fioteff's flutes of (>iferi R0\^EdM^^ 



ARTICLE VH-^Officers 

Section 1, The officers of the chapter shall consist of -i president, vice^)resident, 

secretary, twssurer, reporter, sergeant-at-arms, and parliamentarian; and each shall exercise the 
^ usual duties of the office to which he/she has been elected, [These c utios should beildenURed in 
the bylaws,] * ' 1 

Section 2, The officers of the chapter shall be nominated and efexjted by ballot at 

the first regular meeting of each school year, A majority vote of the active memberehip shall be 
necessary to elect. 



ARTICLE Vin-Advlsors 

Section 1. The chapter advisor shall be the vocational or related teacher of the 

program. Other teachers in the school system who are interested may 

serve as advisors. 



ARTICLE IX-Rnanc8S 

Section 1. _ chapter shall be responsible for state and national dues according to 

the number of individual members claimed in each membership classification, times the amount 
established for that classification. 

Section 2. The chapter advisor shall be responsible for the chapter finances and 

will furnish an annual report to the state advisor, 

ARTICLE X— Symbolism, Motto, Pledge, Colors, Creed 

[Insert symbolism, motto, pledge, creed, etc., from the state or national handbook.] 



ARTICLE XI— Amendments 

Section 1 . To amend this constitution, the proposed amendment must be presented in writing by a local member 
to the president. The president will present the amendment to the membership where it must be 
approved by a three-fourths majonty vote for adoption. 

[A review of the state and national constitutions may provide additional ideas to include in your local 
constitution, A rather detailed examination of both documents could also provide additional under- 
standing of the organization.] 
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BYLAWS 




Section 2. ^ ^-ui-.-^*.i.^^^..^-.it — ..^i*^^:^:.!^* — — ^.^^ .^..-^i:^ j ^^^l.^. 




Section 17 T^e composition of tho executive, committ^ shall consist of iWo'^'sludents^^f^^ 

: vocational prqgrarn^^ "~ <>v^,^(r^-'^^ '^i^S^y^^^^^ 



Section 2. 

of //Qcag 



have ultimate authority for , maklng,iormulatfng; artci stipufeitlng^ j^^^ - 
— lfpca» onspterj ^ relates tathelotal prpgrarift piycfeaitio^ 

1 W Section 3. The president shall serve as the chairperson for both the general m^e^^^^ 
I . n^itlee meetings. ' - ^ , ' 

Section 4, The vice-president shall preside over the meetings in the absence of chairperson or when the chairperr 
son wishes 10 speak from his/her own position, 7 ' ' -^^X^-^ 

Section 5, It shall be the responsibility of each member of the executive committee to submit In vyritlng to the 
secretary of the executive committee ^tny proposed Items for the agenda at least three.days prior 
to the scheduled meeting date- of the executive committee. ' ' • 

\ Section 6. It shUI be the duty of the secretary to prepare^minutes and agendas, for all executive rneetlngs. 

Item? not appearing on the agenda may be discussed by the executive committee* but no deci- 
sions may be reached on any topic not appearing on the agendas. 
I ■ " 

1 Section 7. To conduct business, a quorum must be present. A quorum will consist of two-thirds of the members 

of the oxecutive commlttee. Each member of the executive commttte^ in attendance shall liave 
one vote. Any membef of the executive committee missing three meetings within one business year 
shall be automatically removed from the committee and replaced by executive committee appoint- 
ment from the category In which the disposed member is removed. 
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Affiliating with the State 
and National Organization 

During the organjzational meeting, the students 
should favorably vote on the motion to affiliate with 
the state and national organizations. Among the 
materials you secured from the state advisor should 
be the application form for the chapter representative 
to complete and return to the state advisor. The ap- 
plication form differs among the various organiza- 
tions, but It generally requires the following 

• School and chapter name 

• Date 

• Address 

• Name of the administrative head of the school 
or college 

• Names of the officers 

• List of chapter members 

• Copy of constitution and byL^vs 

• Chapter fee 

• Annual membership dues 

• Signatures of the president and advisor 



After submitting the application, you will receive 
a certificate of charter signed by the state advisor 
and appropriate state officers. This entitles the 
chapter— and, of course, the members— to par- 
ticipate m the activities of the state association and 
national organization. In most of the VSOs, the 
members receive copies of the state and national 
news bulletins or magazines. Check your official 
manual to familiarize yourself with the rights and 
privileges of members Be certain your students 
understand that they must submit annual reports to 
the state association in order to maintain good stand- 
ing with the state and national levels 

After you receive your charter, have it framed and 
prominently displayed in your classroom. (Some 
schools hang all charters in the school office for 
public display.) It should be a proud moment for you 
and each student member when your charter arnv" 




Obtain a copy of the official handbook for the vocational student organiza- 
tion in your service a*'ea, and review any sections relevant to establishing 
the organization 



/ Optional 
' Activity 



You may wish to arrange through your resource person to meet with an ex- 
perienced vocational student organization advisor to discuss tne steps he/she 
followed in establishing the chapter and to re w any organizational materials 
he/she has on file 
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Optional 
Activity 




You may wish to meet with the state advisor for the vocational student 
organization in your service area, who is usually located in the state's bureau 
or division of vocational education. During this meeting, you could obtain 
materials and advice on establishing a local chapter. Establishing personal 
contact with this person now can aid you in your future efforts as a chapter 
advisor. 




If a vocational student organization in your service area is being organized 
in a school or college near you, you may wish to arrange through your 
resource person to attend an organizational meeting to observe the pro- 
cedures followed and to identify the responsibilities of the advisor, officers, 
and members in these procedures. 




You may wish to arrange through your resource person to meet with a cur- 
rent or former vocational student organization member to discuss ways to 
motivate students to join the organization. 




The following items check your comprehension of the material in the infor- 
mation sheet, Establishing a Vocational Student Organization, pp. 7-16. Each 
of the ten items requires a short essay-type response. Please respond fully, 
but briefly, and make sure you respond to all parts of each item. 



SELF-CHECK 

1 WH:=it r ,e reason for securing administrative support for the vocational student organization, and what 
are the steps m secunng administrative approval'^ 
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2 What materials are available from the state advisor to help you establish a local chaptt 




3 Who, besides the state advisor, can be a source of help in organizing a local chapter? 



4 What methods would be effective in getting students to share your desire for an active chapter? 
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5 Why IS parental support for the vocational student organization important at the secondary level? 



6 List some important agenda items to cover during an organi2ational meeting. 



7 Why IS early student involvement in the organization impcrtcnt'? 
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8. Why IS local representation at district, regional, state, and natiorial events important to your chapter? 



9. What function does a well-planned organizational meeting serve? 



10 How does a local chapter affiliate with the state association and national organization? 



O 
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Compare youi written responses to the self-check items with the model 
answers given below. Your responses need not exactly duplicate the model 
responses, however, you should have covered the same major points. 



MODEL ANSWERS 



1 Local administrators are held accountable for all 
that goes on in the school or college. Therefore, 
they need to know how and where the local VSO 
chapter fits into the total educational program. 
They need to know that the teacher is using 
his/her time profitably and that these efforts are 
in keeping with the function of the department 
and the school. 

Thus, the administration needs to authorize the 
operation of the student organization. Individual 
support on the part of the administration also 
gives recognition and prestige to the program, 
so necessary in establishing the vocational stu- 
dent organization (VSO) as a significant educa 
tional experience. 

You must first have a well-developed personal 
philosophy for the VSO You also must identify 
the kinds of questions (concerns) your particular 
administration is likely to raise about the 
establishment of a VSO 

With that foundation, you can plan the best 
strategy for gaming administrative support* what 
information you need to provide, what points 
you need to emphasize, what resources (e g , 
interested students, audiovisuals, brochures) 
you need to include in your presentation, and 
what activities (e g , a visit to a successfully 
operating chapter) you should invite the ad- 
ministration to participate in. 

Then you can set up a meeting with one or more 
members of the administration to carry out your 
plan for gaming their enthusiastic support You 
can develop and sustain an administrator's en- 
thusiasm and support by involving hirn/her in 
the organization as an official member 

2 The organizational packet that must be used 
when establishing a local chapter can be ob- 
tained from the state vocation^, division. This 
packet may include an official guide or hand- 
book, state and national constitutions, a sam- 
ple local constitution, a suggested program of 
activities, affiliation forms, supplies catalog, 
awards and contest information, and leadership 
materials 



You should request lists and sources of 
teaching aids pertaining to the organization, 
such as motion pictures and slides. Also, get the 
names and addresses of state officers, state 
staff, and others who can be called upon for 
help. 

3 VSO officers and/or advisors in nearby schools 
or colleges are often a valuable source of assis- 
tance in the development c yOur vocational 
organization. These individuals usually are eager 
to assist in such an effort because of (1 ) the per- 
sonal satisfaction they get from seeing the ef- 
forts of the organization expanded, and (2) the 
recognition and awards given by some VSOs to 
the chapter installing or reactivating the greatest 
number of other chapters. 

4 To create student interest m establishing a local 
VSO chapter, you should take time during in- 
class instruction to discuss, in general, the pur- 
poses, degrees, officers, activities, and dues. 
Present slides and discuss the activities of suc- 
cessful chapters. If possible, take students to 
a meeting of a successful chapter and prepare 
them to observe and ask questions about the 
organization. Be certain that your students 
understand what it takes to have a successful 
organization and are ready to assume their 
responsibilities 

5 You undoubtedly want 100 percent student 
membership in your VSO chapter, and you want 
those students to actively participate in VSO ac- 
tivities. You will greatly enhance your chances 
of meeting these goals if the parents of those 
students are also sold on the value of VSO 
participation 

In addition, parents who are aware of the 
benefits of the VSO become a significant public 
relations tool in their communication about the 
organization to friends and acquaintances. This 
positive feedback can be one of the best rein- 
forcers of your VSO 
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6 The organizational meeting should include ex- 
planations of the purposes of the organization, 
the organizational structure and the function of 
officers within the organizational operation, 
membership responsibility; local constitution, 
nomination and election of officers; dues; 
meeting dates, and affiliation requirements 
(See your official handbook for more specific 
information ) 

7 Early student involvement is the best way to 

sell ' students on the value and benetiis of the 
organization Work quickly to get all students ac- 
tively involved in some aspect of the organiza- 
tion's activities Each organization has sufficient 
offices, committees, and awards and recogni- 
tion programs to offer a wide range of student 
involvement possibilities An involved student 
will probably be a motivated student, eager to 
improve the organization and thus him/herself 

6 Local representation at district, regional, state, 
and national events brings, the chapter together 
in a greater team effort As the activities ana ac- 
complishments of otner chaoters are recog- 
nized enthusiasm is created for improvement 



at the local level These activities also bring 
prestige and recognition to the school and com 
munity, emphasizing the need and rationale for 
the chapter's existence 

9 The organizational meeting provides the oppor- 
tunity to examine, in detail, the programs and 
activities available to the members Each 
member can scan the opportunities and zero in 
on an activity that may have some particular 
meanmo for him/her This initial effort must be 
well planned, with proper emphasis given to 
each activity, to create a chapter environment 
that includes a multitude of student options 

10 To af.iliate with the state association and na- 
tional organization, you need to get student 
assistance to establish a chapter, adopt a con- 
stitution and bylaws, and provide the charter fee 
and the charter membership dues Then you 
and the members need lo complete the appli- 
cation form, secure administrative approval, 
piovide the proper signatures, and submit the 
application to the state advisor (See your official 
handbook for more specific information ) 



• 



Level of Performance; Your written responses to the self-check items should have covered the same ma- 
jor points as the model answers if yOu missed some points or have questions about any additional points 
you made review the material m the information sheet Establishing a Vocational Student Organization. 
pp ' -16 and/or m your official handbook or check with your resource person if necessarv 
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Learning Experience !l 



OVERVIEW 



• 






You wiit b9;^aiu#ig^^c6rt^^ 



0 



• 
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Activity 




The following case study describes how an advisor esianiished a vocational 
student organization chapter in his service area. Read the case study and 
critique in writing the performance of the advisor described. Specifically, 
you should explain (1) the strengths of the advisor's approach, (2) the 
weaknesses of the advisor's approach, and (3) how the advisor should have 
treated his responsibilities. 




CASE STUDY 

Mr. Martin, a new vocationaMechnical instructor 
at Smithvdle Tech, wanted to establish a vocational 
student organization iVSO) chapter m h»b service 
area The other occupational programs at Smithville 
had long-estabhshed, successful VSO chapters, and 
Mr. Martin was somewhat envious of the rapport the 
VSO advisors seemed to have with their students 

He assumed that, as with most extracurncular ac- 
tivities, the socializing that vent on brought teachers 
and students closer together and increased the 
teachers popularity In addttjon. some fnends in hiS 
own service area who were teaching in other schools 
nad established chapters, and he looked forward to 
traveling to contests and getting together with them 
for some relaxation 

Mr Martin wasn't quite sure how to go about 
establishing the new VSO chapter— being new to the 
school, he couldn t be expected to know the ropes, 
and none of his teacher education courses had dealt 
With the subjea. He decided to write to the state ad- 
visor for his service area. ass. ^.ng that everything 
he needed would be available from this person Hav- 
ing wntten Mr Martin sat oack and waited foi the 
matenals to arrive since wit^^ut them his hands 
were tied 



After the packet of materials arrived, Mr Martin 
looked everything over, skimming the unnecessary 
sections on the history and purpose of ♦he organiza- 
tion, but carefully studying the section on the proper 
procedure to follow in organizing a chapter 

Feeling ready to go, Mr. Martin annoiN ced in all 
his classes that a meeting would be held after school 
that day to organize a VSO chapter for the program, 
Mr Martin was disappointed at the rather small turn- 
out for the meeting, but he was happy that those who 
attended seemed eager to start a chapter *fter ex- 
plaining about dues, cost of pins and jackets, and 
the chapter contests they would be holding, Mr. Mar- 
tin took a vote on setting up a local chapter and ap- 
plying for a charter The vote was unanimously in 
favor 

Mr Martin, who had expected a favorable vote, 
passed out duplicated copies of the constitution and 
bylaws for the students to study in preparation for 
adopting them at the next meeting He told the 
students that he would fill out and mail in the applica- 
tion for a charter 

After the meeting. Mr Martin felt confident that the 
Chapter was off to a good start and . lat membership 



would grow (even 
twisting " at first) 



if ne had to do a little "arm 
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Compare your written critique of the advisor's performance with the model 
critique given below. Your response need not exactly duplicate the mode! 
response; however, you should have covered the same major points. 



MODEL CRITIQUE 



Mr Martinis confidence may be short-lived— the 
chapter is off to anything but a good start, and if he 
^ants a successful chapter, he will probably have 
to start over. Unfortunately, Mr Martin rr.ay not start 
Over, even when th:ngs begin to go badly, because 
he lacks the most important quality of a vo^.ational 
student organization (VSO) advisor— a solid 
understanding of and belief in the purposes and 
values of the VSO He sees it as little more than a 
social club and, what is worse, one that is mainly 
designed for his benefit 

Such a misconception might have been corrected 
had he taken the time (1 ) to read the sections m the 
official iiandbook on the h'Story, purpose values, 
etc . of the organization and {2j to study and really 
think about the meaning of the organization's creed 
and the responsibilities of the adv.sur These are nci 
irrelevant window dressing m the official manual 
They provide the framework within which any mean- 
.ngful VSO iS established, and they are concepts that 
the advisor is expected to communicate to students 
before any vOte is taken on forming a local chapter 

Even though Mr Martin's teacher education pro- 
gram did not provide him with information about 
VSOs. there was ample opportunity for him to learn 
what the organizat'on was all about, as well as to 
get help in establis*- a chapter. Advisors m the 
VSOs in the ot^o. service areas m his school were 
one source of help Help more specific to his needs 
Aas available from his colleagues m other schools 
and from current and former members of their or- 
ganizations 

Mr Martin was correct in wnttng to the state ad- 
visor for information and matenals. but there was a 
lot more he could ana should have done to get things 
moving. Being new to the school is no excuse for 
not attempting to find out what procedures exist in 
his school for establishing any new organization Any 
VSO advisor could have told him that he would be 
expected to obtain approval from his school adminis- 
tration and could have given him some ideas on the 
kind of "case" he should be prepa'-ed to present 



Instead of doing nothing until the materials arrived 
and then immediately holding an organizational 
meeting, Mr. Martin should have spent time introduc- 
ing students (dunng class and in informal discus- 
sions) to the idea of a VSO and assessing their in- 
terest in forming their own chapter. Interest already 
existed among some of his students (those who 
showed up at the meeting). Before any vote was 
taken, these students could have been asked to form 
a committee to talk to their peers and discover how 
they felt about organizing a chapter. 

Mr. Martin failed to discuss the essential aspects 
of the VSO. Dues, pins, and jackets are important, 
but without a solid organizational philosophy and 
purpose, they are just meaningless paraphernalia. 
He also ignored his responsibility to see to it that 
students realized the organization was their own and 
to develop the leadership potential of his students. 
He completely took over some of the steps in 
establishing the chapter— steps in which students 
should have been actively involved, planning the 
organizational meeting, developing and revising the 
constitution and bylaws, and applying for a charter. 

Mr Martin's failure to actively involve students m 
establishing the new chapter makes it unlikely that 
it will be successful. Without a solid foundation in 
the purposes and values of the organization or a 
sense of personal responsibility for making it grow, 
the original members will probably not make very 
good ambassadors for the organization, Mr, Martin s 
plan to use "arm twisting" to increase membership, 
instead of developing an onentation program to ex- 
plain the goals, benefits, and activities of the 
organization, is consistent with his other methods 
What It IS not consistent with is a healthy, active, self- 
renewing vocational student organization 
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Level of Performance: Your written critique of the advisor*s performance should have covered the same 
major points as the model critique. If you massed some pomts or have questions about any additional points 
yOu made, review the material m the information sheet, Establishing a Vocational Student Organization, 
pp. 7-16, or check with your resource person if necessary. 
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Learning Experience ill 



FINAL EXPERIENCE 




* For a definition ot actual teaching situation " see the mside back cover 
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TEACHER PERFORMANCE ASSESSMENT FORM 

Establish a Vocational Student Organization {n-2) 



Name 



Directions: Indicate the level of the teacher's acconriphshnnent by placing 
an X in the appropriate box under the LEVEL OF PERFORMANCE heading. 
If, because of special circunnstances, a performance component was not ap- 
plicable, or impossible to execute, place an X in the N/A box. 



Date 



Resource Person 



LEVEL OF PERFORMANCE 



In establishing a vocational student organization (VSO) 
chapter, the teacher: 

1 informed the school or college administration of the need 
for a VSO 

2 outlined for the administration the philosophy and purposes 
of the suggested VSO 

3 described for the administration the role and respon- 
sibilities of the advisor 

4 obtained from the state department all procedures, forms, 
and materials necessary for organizing a VSO chapter 

5 explained the purposes and values of the VSO to prospec- 
tive members and (at the secondary level) to their parents 

6 involved members and advisors from other VSOs or other 
VSO chapters in promoting the organization 

7 organized a student committee to assess student interest 
m forming a VSO chapter and assisted the committee as 
needed 

8 helped to conduct an organizational meeting for the VSO 
chapter that included: 

a an explanation of the purposes of the VSO 

b a discussio*" of the responsibilities of the VSO chapter 
to each member, to the school, and to the state associa- 
tion and national organization 

c an explanation of the organ«7ational structure of the 
VSO 

d an explanation of the responsibilities of members and 
officers 

9 obtained a sample constitution for a local chapter from the 
state department 

10 assisted students in developing, revising, and finalizing the 
constitution and bylaws for the local chapter 
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11 oriented students to the degree and awards program of 
the VSO 

12 oriented students to the local, distnct, state, regional, and 
national VSO activities 

13 organized the chapter in a nnanner that fulfilled the re- 
quirements set up by the state association and national 
organization 

14. helped students obtain, complete, anci return all forms 
needed for affiliation with the state association and national 
organization 
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Level of Performance: All items must receive N/A. GOOD, or EXCELLENT responses. !f anv item receives 
d NONE, POOR, or FAIR response, the teacher and resource person should meet to determine what addi- 
tional activities the teacher needs to complete in order to reach competency in the weak area(s) 
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ABOUT USING THE NATIONAL CENTER'S 
•pBTE M ODULES 



Organization 

Each module is designed to help you gain competency in a 
paJcdar skill area Considered important to teaching sue- 
?S A module is made up of a series of learning experi- 
ences, some providing background information, some pro^ 
v.d.ng practice experiences, and others combiriing these 
two functions. Completing these experiences should en- 
able you to achieve the teminal objective the f^nal 
learnino experience. TTie final experience in each module 
alwaTs reSes you to demonstrate the skill m an actual 
Sinr^tuation When you are an intern, a student teach- 
er, an insen/ice teacher, or occupational trainer 

Procedures 

Modules are designed to allow you to individualize your 
Ser education program You need to take only those 
aZu\es covenng skills that you do not already possess 
Slarly. >'ou ne^ not complete any learning exf^ience 
win a module if you already have the skill needed to 
Sete It. Therefore, before taking any module, you 
should caretul'v review (1) the introduction, (2) the ob^" 
tives listed on p 4. (3) the oven/iews preceding each learn- 
nq experince and (4) the final experience After compar- 
ing your present needs and competencies with the informa- 
S you have read in these sections, you should be ready to 
make one of the following decisions 
. That you do not have the competencies inc icated and 
should complete the sntiremodulb 

• That you are competent in one or more the enabling 
objectives leading to the final learning experience and, 
thus can omit those learning experiences 

• That vou are already competent m this area and are 
ready to complete the final learning experience <n 
order to "test out 

• That the module is inappropriate to your needs at this 

time 
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When you are ready to complete the fina .earning exper,- 
rce and have access to an actu?l teaching situation, 
make the necessary arrangements with your resource per- 
son If you do not complete the final experience success- 
fully meet with your resource person and arrange to (1) 
epeaUhe experience or (2) complete (or review) previous 
sections of themodule or other related activities sugges ed 
by your resource person before attempting to repeat the 
final experience 

notions for recycling are also available m each of the 
S rning expeSices preceding the final experience Any 
Se vou do not meet 'he minimum level of performance 
required to meet an objective, you and your resource per- 
son may meet to select activities to help you reach compe- 
fenc^ This could involve (1 ) completing parts of the module 

nrevJously skipped. (2) repeating activities, (3) reading sup- 
S Imentary resources or completing additional activities 
suggested by the resource person, (4) designing your own 
fearn^g experience, or (5) completing some other activity 
su ggested by you or your resource person 



Terminology 

Actual Teaching Situation: A situation in ^^^-^ y°^^« 
actuallv working with and responsible for teaching sec 
ondal; o^^JosteJcondaiy vocational students o. other oc- 
^upat^onal^^ain^^s. An intern, a student teacher, an ^- 
semce teacher, or other occupational trainer would be 
funding in an actual teaching situation. !f you do not 
havSess to an actual teaching situation when you are 
Sg the module, you can complete the module up to Je 
final learning experience. You would then comp'ete ^e 
final learning expenence later (i e., when you have access 
to an actual teaching situation). 

Alten-ate Activity or Feedback: An item that may subsW- 
iute for required items that, due to special circumstances, 
you are unable to complete. 

Occupational Specialty: A specific area of preparation 
within a vocational service area (e g . tne sen/ice area 
Trade and Industrial Education includes occupaiional spe- 
cialties such as automobile mechanics, welding, and elec- 
tricity. . _ 
nntirnal Act'vltv or Feedback: An tern that is not re- 
?uCd bit thai 'sdesigned to supplement and enrich the 
required items in a learning expenence. 
Resource Person: The person in charge of your •3duca- 
tVonal program (e.o.. the professor, instructor, admin istratoj. 
nstructiSal supervisor, cooperating/supen/ising/c'ass- 
Sm teacher, or^raining supen/.sor who is guiding you in 
completing this module). 

Student: The person who is receiving occupational in- 
struct in a sZondaiy, postsecondaiy, or other training 
program. . , ,j 

Vocational Service Area: A major vocational field agr - 
cu'-iral education, business and office education, r.^rket- 
ingand distributive education, health occupations educa- 
tion home economics education, industrial arts education, 
technical education, or trade and industnal education 
You or the Teacher/Instructor: The person who is com- 
pleting the module 

Levels of Performance for Final Assessment 
N/A: The criter-on was not met because it was not appli- 
cable to the situation 

None: No attempt was made to meet the criterion, al- 
though it was relevant 

Pcor: The t'^a- her is unable to perform this skill or has only 
very limited aoility to perform it 
Fair- The teacher is unable to perfomn this skill m an ac- 
ceptable manner but has some ability to perform it 
Good: The teacher is able to perfomn this skill in an effec- 
tive manner 

Excellent: Tf.eteachei s able to perform this skill m a very 
effective manner 



Titles of the National Center's Performance-Based Teacher Education Modules 



Category A: Program Planning, Development, and Evalua*lon 

A'l prepare for a Communtty Survey 

A'2 Conduct a Commuroty Survey 

A-3 Roport the FmdmQS of a Communtty Survey 

A-4 Organute an OccupatKX^af Advisory Comminee 

A'S Maintain an Occupational Advisory Commrttee 

A^ Oovotop Program Goals and Objectives 

A'7 Conduct an Occupational Analysis 

A-d Develop a Course of Study 

A'9 Develop Lon^Ran^ Program Plans 

A-10 Conduct a Student Fo»ow-Up Study 

A'1 1 Evaluate Your Vocational Program 

Category B: Instructional Planning 

B'l Determine Needs and Interests of Students 

B-2 Oe etop Student Perlofmance Obiectwes 

6-3 Develop a Unit of Instruction 

&4 Develop a Lesson Plan 

B*S Select Student Instructional Materials 

BS Prepare Teacher-Made Instructional Materials 

Category 0: Instructional Execution 

C-1 " " 

C-2 
C'3 
C-4 
OS 
C-6 
C'7 
C-8 
C-9 
C-lO 
C-11 
C-1 2 
C-13 

c ^A 

Ol5 
C 16 
C-17 
C-18 
C-l9 
C20 
C-21 
C22 
C-23 
C-24 
C-25 
C 26 
C-27 
C-28 
C29 



Direct FieW Trips 
Conduct Group Discussions^ Panel Discussions and Symposiums 
Employ Brainstorming. Buzz Group and Question Box Techniques 
Dtrect Students in instructing Other Students 
Employ Simulation Techniques 
Guide Student Study 
Direv! Student Laporatory Experience 
Direct Students in Applying Problem Solving Techniques 
Employ the Project Method 
Introduce a Lesson 
Summarize a Lei^son 
Employ Oral Questioning Techniques 
Employ Reinforcement Techniques 
Provide Instruction for Slower and More Capable Learners 
Present an Illustrated Talk 
Demonstrate a Manipulative Skill 
Demonstrate a Concept or Principle 
Individualize Instruction 
Employ the Team Teaching Approach 
Use Subject Matter Experts to Present Information 
Prepare Bulletin Boards and Exhtbtts 

Present Information with Modeis Real Objects and Fianrtei Boards 

Present information with Overhead and Opaque Materials 

Presen» Information with Filmstrips and Slides 

Present Information with Films 

Present Information with Audio Recordings 

Present information with Televised and Videotaped Materials 

Employ Programmed instruction 

Present Information with the Chalkboard and F'tp Chan 



Category D: Instructional Evaluation 

D-1 Establish Student Performance Criteria 

D-2 Assess Student Performance Knowledge 

0-3 Assess Student Performance Altitudes 

D-4 Assess StuJent Performance Skills 

D-5 Deierniine Student Grades 

D-6 Evaluate Your Instructional Effectiveness 

Category E; Instructional Management 

fc-1 Project Instructional Resource Needs 

E 2 Manage Your Budgeting and Reporting Responsit^iltfies 

E 3 Arrange for Improvement of Your Vocational Facilities 

E-4 Maintain a Filing System 

E-5 Provide for Student Safety 

E-6 Provide tor the First Aid Needs of S udents 

E 7 Assist Students in Developing Self Disctplme 

E-8 Organize the Vocational LfUxxatory 

E 9 Manage the vocational Latxxatory 

E 10 Combat Problems of Student Chemical Use 

Category P: Guidance 

F 1 Gather Student Data Usmg Formal Data -Collection Techniques 

F 2 Gather Student Data Through Personal Contacts 

F 3 Use Conferences to Help Meet Student Needs 

F A Provide Information on Educational and Career Opportunities 

F 5 Assist Students m Applying for Employment or Further Education 



Category O: School-Community Relations 

G-1 Develop a SchooJCommunlty Rolaions Pian for Your Vocatooal Program 

G-2 Give Presentations to Promote Yoor VocationaJ Program 

G-3 Develop Brochures to Promote Yoor Vocatonal Program 

G-4 Prepare Displays to Promote Your Vocotionai Program 

G-5 Prepare News Releases arid ArttcJes Coocerrong Yoor Vocational Program 

G-6 Arrange for Tetovision and Radk> Presentations 

Cooceming Your Vocational Program 

G>7 Conduct an Open House 

G-8 Work with Members of the Communrty 

G 9 WorK with State and Local Educators 

G-10 Obtain Feedback about Your Vocational Program 
Category H: Vocational Student Organization 

H'l Develop a Personal Phlk>8ophy Concerning 

Vocational Student Organiiations 

H Z Establish a Vocational Student Organization 

H»3 Prepare Vocational Student Organtzation Members for Leadership Roles 

H-4 Assist Vocatk>nal Student Organization Members m Devek>ping and 

Financing a Yearly Pn)gram of Activities 

H S Supervise Activities of the Vocational Student Organization 

HS Guide Particrpation In Vocational Student Organization Contests 
Category I: Professional Role and Development 

I'l Keep Up-todate Professionally 

1-2 Serve Your Teaching Profession 

1-3 Devetop an Active Personal Phitosophy of Education 

\'A Serve the School and Community 

1-5 Obtain a Suitabte Teaching Position 

1-6 Provide Laboratory Experiences for Prospective Teachers 

1-7 Plan the Student Teaching Experience 

1-8 Supervise Student Teachers 
Category J: Coordination of Cooperative Education 

J.I Establish Guidelines tor Your Cooperative vocational Program 

j-2 Manage the Attendance Transfers, and Terminations of Co^op Students 

j-3 Enroll Students in Your Co-op Program 

J-A Secure Training Stations for Your Co-op Prog.-am 

J-5 Place CoK)p Students on the Job 

J.6 Devetop the Training Ability of On-the-Job Instructors 

j-7 Coordinate On-the-Job Instruction 

J-8 Evaluate Cfrop Students' On^theviob Performance 

j-9 Prepare for Students' Related instruction 

J 10 Supervise an Employer-Employee Appreciation Event 
Category K: Implementing Competency«Based Education (CBE) 

K-1 Prepare Yourself for CBE 

K 2 Organize the Content for a CBE Program 

K-3 Organize Yoor Class and tab to install CBE 

K-4 Provide lnstrutt*onaS Maiefials for CBE 

K 5 Manage the Datiy Routines of Your CBE Program 

K-6 Guide Your Students Through the CBE F.ogram 
Category L. Serving Students with Special/Exceptional Needs 

LI 
L 2 
L 3 
L A 
L 5 
L6 
L 7 
L 8 
L 9 
L 10 
L 11 
L-12 
L 13 



Prepare Yourself to Serve Exceptional Students 
Identify and Diagnose Exceptional Students 
Plan Instruction for Exceptional Students 

Provide Appropriate Instructional Materials for Exceptional Students 
Modify the Learning Environment for Exceptional Students 
Promote Peer Acceptance of Exceptional Students 
Use instructional Techniques to Meet the Needs of Exceptiooa) Students 
Improve Your Communication Skills 
Assess ihe Progress of Exceptional Students 
Counsel Exceptional Students with Personal-Social Problems 
Assist Exceptional Students m Developing Career Piann»ng Skills 
Prepare Exceptional Students for Employability 
Promote Your vocational Program with Exceptional Students 
Category M: Assisting Students In Improving Their Basic Skills 
M 1 Assist Students in Achieving Basic Reading Skills 
M 2 Assist Students »n Devek>p»ng Technical Reading Skills 
M 3 Assist Students in Improving Their Wnting Skills 
M-4 Asstst Students in Improving Their Ora* Communication Skills 
M-5 Assist Students in Imr mg Thetr Math SktiK 
M-6 A5Sist Students in Im^ oving Their Survival bMlls 
Category N: Teaching Adults 
N-1 Prepare 'r Work with Adult Learners 
N-2 Market an Adult Education Program 
N 3 Determine Individual Training Needs 
N-4 Plan Instruction for Adults 
N 6 Manage the Adult instructional Process 
N 6 Evaluate the Performance of Adults 
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